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PlicElements is a high-speed-low-drag web application used by Professional Photographers and/or 

Studios to upload and prepare class/school composites to participating labs for processing. Simply 

upload your images and data to the PhotoLynx Image Cloud, log into the PlicElements website with 

your credentials and drag and drop your images to arrange accordingly on your composite. You also 

have the ability submit directly to your lab and view the status of your order directly from the website. 
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 Getting Started  
You will receive an email from alerts@plicelements.com stating your lab has created an account for you 

on PlicElements. Click the Accept Invitation link to take you to the registration site. Your account will not 

be created until you access this link and set your password. 

Note: A quality internet connection is required to download completed composites for processing. We 

recommend being connected to the internet via hardwire, rather than through a wireless connection, to 

ensure accuracy of your orders. 

Set Your Password 

¢ƘŜ ǾŜǊȅ ŦƛǊǎǘ ǘƘƛƴƎ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ Řƻ ƛǎ ǎŜǘ ǳǇ ŀ ǇŀǎǎǿƻǊŘΦ hƴŎŜ ȅƻǳΩǾŜ ŜƴǘŜǊŜŘ ŀ ǳƴƛǉǳŜ ǇŀǎǎǿƻǊŘΣ 
click the blue Set My Password button. 
  
Note: Keep a note of your password somewhere. We do not have access to look up any password 
information for you. 
 

 

 

 

 

 

 

Log In 

After you have your account set up, you can log into your PlicElements account by going to 

http://www.plicelements.com and entering your email address as your username and password that 

was used when you set up your account. You can also select for PlicElements to Remember Me and it 

will auto fill your username information. 

http://www.plicelements.com/
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Studio/Lab Dashboard 

The main screen that will open every time you log into PlicElements is your Studio/Lab Dashboard. Here 

you will see a summary of stats for your account, including your total number of projects, how many 

projects re in progress and how many elements have been submitted. To get a quick overview of the 

program, click the green question mark in the top right hand corner. 

 

 

 

 

 

 

 

Menu Options  

To the left of your Studio/Lab Dashboard you will see both your Menu and your Studio/Lab Menu. Here 

you can access different sections of the program with just a click of a button. 

Menu 

¶ Dashboard ς this will bring you to your main Studio/Lab Dashboard 

screen 

¶ Schools ς this will take you to the screen where you can see all the 

schools you have created or are working on composites for 

¶ Subject Management ς this will take you to the screen where you can 

ƳŀƴŀƎŜ ȅƻǳǊ ǎǳōƧŜŎǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ on your composites 

¶ Users ς This will take you to the screen where you can add/edit different 

user accounts 

Studio/Lab Menu  

¶ Graphics/Logos  ς this will take you to the screen to upload different 

graphics and logos to use on your composites 

¶ Backgrounds  ς this will take you to the screen to upload different 

backgrounds to use on your composites 

¶ Alpha Masks ς this will take you to the screen where you can upload 

different masks you can use on your composites 
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Users 

By default, your user will be the only user listed under the Users menu. To 

create more users, click the green Create User button. Completely fill out the 

ƴŜǿ ǳǎŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴŎƭǳŘƛƴƎ ǘƘŜƛǊ Full Name and Email address. You then 

must choose a Role for this user. These roles are: 

1. Admin  ς  Can view and edit projects as well as create and edit users 

2. User  ς  Can view and edit projects 

 

 

 

 

 

 

 

 

 

User Actions  

Once your users are created, you have different action options you can apply if necessary. Click the drop 

down under Actions next to your user name to select the appropriate action for this user. Your options 

are: 

1. Edit Role ς ǳǎŜ ǘƘƛǎ ƻǇǘƛƻƴ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǳǎŜǊΩǎ ǊƻƭŜ ǘƻ ŜƛǘƘŜǊ Admin or User 

2. Edit Manager Role ς use this option to allow the user to manage sub-organizations of the 

projects 

3. Delete User ς use this option to delete the user from PlicElements 
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Add Graphics/Logos  

If your school would like a specific graphic or logo on their composite, you can upload these on the 

Graphics/Logos menu. 

1. Press the green Select File(s) or Select Folder button 

2. Browse out to select your graphic or folder of graphics you wish to upload and press the green 

Start Uploading button. 

3. You will get a notification letting you know your files have been uploaded. 

To create a Sub-Album inside your graphics selection, press the green plus sign before uploading. Press 

the blue Edit button to edit the name of the sub-folder.  Press the red X button to delete. To set a 

specific set of sub-folders as the default, press the teal Set Default button. 

 

 
 

 

You can also upload your graphics from your element page.  

1. From your Graphics menu on the top right hand side of your screen, select the 

blue Add Images button 

2. Browse out to select your image(s) you wish to upload and press the green Start 

Uploading button. 

3. You will get a notification letting you know your files have been uploaded. 

To search for a specific graphic, type in the keyword for this graphic in the search field in 

the top right hand corner of your Graphics/Logos menu, or by typing in the search menu 

of your graphics drop down on your element page.  
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Add Backgrounds  
If your school would like a specific background on their composite, you can upload these on 

the Backgrounds menu. 

4. Press the green Select File(s) or Select Folder button 

5. Browse out to select your background or folder of backgrounds you wish to upload 

and press the green Start Uploading button. 

6. You will get a notification letting you know your files have been uploaded. 

To create a Sub-Album inside your backgrounds selection, press the green plus sign before 

uploading. Press the blue Edit button to edit the name of the sub-folder.  Press the red X 

button to delete. 

You can also upload your backgrounds from your element page.  

1. From your Backgrounds menu on the top left hand side of your screen, select the 

blue Add Backgrounds button 

2. Browse out to select your image(s) you wish to upload and press the green Start 

Uploading button. 

3. You will get a notification letting you know your files have been uploaded. 
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Add Alpha Masks 

If your school would like a specific alpha masks on their composite, you can upload these on the Alpha 

Masks menu. 

1. Press the green Select File(s) or Select Folder button 

2. Browse out to select your alpha mask or folder of alpha masks you wish to 

upload and press the green Start Uploading button. 

3. You will get a notification letting you know your files have been uploaded. 

To create a Sub-Album inside your backgrounds selection, press the green plus sign 

before uploading. Press the blue Edit button to edit the name of the sub-folder.  

Press the red X button to delete. 
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ImageMatch © Export  
Before creating your composite in PlicElements, you will first need to 

have a completed job with matched images and data. The easiest way 

to get this information is to do an export out of ImageMatch©.  If you 

do not have the PlicElements export, contact your PhotoLynx® Tech 

Support team. You can also do the Records with Packages export. 

Note: Be sure you have your data sorted the way you want your 
composite to be sorted.  
For example: Grade, Teacher, Alpha order.  
 
Note: If you want to have your staff criteria, be sure to have these 
numbers listed in the Criteria field before exporting.  
For example: to have the principal listed first on the page, put a 1 in 
his Criteria field. To have the teachers listed second, put a 2 in their 
criteria field.  
 
 
 

 

Create an Organization  

Once you are ready to start making composites in PlicElements, your 

first step will be to make an organization. Your Organization is typically 

the studio name or the customer name.  

Under the Schools menu you will see a green box labeled Create Organization. Click this box and enter 

your Organization Name. Select either Studio or Customer under the Role drop down. Typically, this will 

always be a Customer. If you select Customer, you then will need to choose the Parent Studio to tie this 

to.  If desired, enter the contact information for your organization. When finished click the green OK 

button. 

 

  


































